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Accessing DTS (Basic) Training Classes in TraX

Introduction The DTS (Basic) series includes web based training (WBT) classes that introduce Defense Trave
System (DTS) fundamentaldiese WBTSs are available for anyone, but are best suited for
personnel new to the DoD and DTS. This training is accessible 24 hours a day, 7 days a week
through the Travel Explorer (TraX).

Passport Thefirst step is to log ont¢®asspor( t he DTMO’ s web: portal). To
Access and

1. Navigate tahttps://www.defensetravel.dod.mil/neoaccess/login.phf DoD warning
Login

statement(Figure 1yisplays.

Passport

[ U.S. Department of Defense Warning Statement
.

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only. By using
this IS (which includes any device attached to this IS), you consent to the following conditions: The USG routinely intercepts
and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence
(CI) investigations. At any time, the USG may inspect and seize data stored on this IS. Communications using, or data stored
on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used for any
USG-authorized purpose. This IS includes security measures (e.g., authentication and access controls) to protect USG
interests—not for your personal benefit or privacy. Notwithstanding the above, using this IS does not constitute consent to
PM, LE or Cl investigative searching or monitoring of the content of privileged communications, or work product, related to
personal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such communications
and work product are private and confidential. See User Agreement for details.

DefenseTravel Passport Login
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Figure 1Passport Message Page

2. Read thewvarning messagand seleclOK ThePassportLogin screen (Figure 2) opens.
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Access and

Login
(continued)

Username
Password

Forgat your password?

OoR

E Continue with your CAC

I you're new to Passpart, register here,
Login Help

Figure 2: Passport Login Screen

3. You nust have a user account to logto Passportl f y ou d o nréate orte Ay e
selectingRegister HereTheRegistration Instructionscreen (Figure 3) opené.you do
have one, skip th&egistering for TraXection below.

Registering On theRegistration Instructionscreen, there are two ways to registem account in TraX

for TraX

Registration Instructions

Option 1: Complete all of the following items to register for an account.

Option 2: Y Register with your CAC Complete the remaining items below.

If your login email has changed, please login to Passport using your old email and then update your login email to
your new changed email.

Login Email *

Login Email

First Name *

First Name

Last Name *

Last Name

Employment Type *

Select Employment Type ~

Work Phone * & Ext

123-456-7890 Ext
Submit Registration
* Required

Figure3: Registration InstructionScreen
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Registering
for TraX
(continued)

TraX Access

1 Option 1 To register to log into TraX by email address and passwondaplete all
mandatory fields, then seleGubmit RegistratonYou’ | | geényeaun e mai |
account is readyUse the link in the email to complete registration ardateyour
password, then return t@assport(Figure 2and logonwith your email and password

1 Option 2:SelectRegister with your CACYou will receive an email when your account is
ready for use. Y Basspdridy seteetingaobtinue withgoudCaA@ i n't
(Figure 2).

We recommended you do both. Whirhe simple answer is, so you never lose access to your
TraX accountf you only use the CAC option and theavetor e pl ace your CAC,
able to access your old TraX account, which means you also lose access to your old training
certificates. I f you have an email adudr ess
account. If your password changes, you can always update your TraX profile. Spel#tieg
Account Informationsection at the end of this document.

Log intoPassporty Usernameand Passwordor with your CAC Either way, lte PassportHome
screen(Figured) opens. From here, you can access variaplications based upon your
permissions. At a minimum, you will have accesslyoProfile, Subscriptions andTraX

1 My Profile Openyour Passport profile to update your informati¢e.g.,your email
address chang®. You should alwayeepyour TraX login email addregp to date

9 SubscriptionsShows you the DTMO Publications (e.g., Customer Services Notices,
Dispatch) that TraX automatically emails to you. You can unsubscribe at any time.

1 TraX:Toolused to access training, help tickets, and trip calculator estimator.
Passport

Passport is the Defense Travel Management Office's single sign-on portal to permission-based
applications related to DoD commercial travel.

N P: H TMO Hi
9;‘ DefenseTravel assport Home DTMO Home
887 Monagement Office Passport Feedback Logout

Figured: PassporHome Screen

Defense Travel Management Office 3 March2022



INFORMATION PAPER: AccessinddTSBasic)lraining in TraX

Finding and
Launching
DTS (Basics)
WBTs

4. SelectTraX.TheTraXHome screen(Figureb) opens

All WBTSs are housed in the Tradainingmodule. To access alyTS (Basic8yBT:

1. Onthe TraXHome screen selectthe Trainingbutton at the top of the pageTheAvailable

Trainingscreen (Figure)®pens

Training

Access all of our online travel training. Customize your training
itinerary, track your completed training, and print certificates of
completion.

Trip Tools Travel Assistance
Build a trip estimate and look up location reports thatinclude Submit a help desk ticket directly to the Travel Assistance Ce

Plus, review your ticket history.

Knowledge Search
Find answers to your travel questions by searching our database
of thousands of FAQs, help topics, guides, and other resources.

Trip Calculator
Quick Tools
Training

Knowledge Search

maps, travel advisories, U.S. Embassy contacts, weather and
Travel Assistance more.

Passport Home

nter.

~Announcements

Logout

» TAC Outreach Call - Next Call 3/8 (Topic: Lodging)

« Issues using Internet Explorer to Access Passport

* Fall Issue of the Dispatch, the DTMO Newsletter

* DHS Announces Extension of REAL ID Full Enforcement Deadline

* Key Points About Securing a Non-Availability Confirmation Number

* DTS Users Should Delete Internet Files and Cookies After a Software Release

* UPDATED 4/24/19 - Workarounds for Commaon DTS Issues Resulting from DTS Software Releases
* Trouble Logging into DTS? Check Your Pop-Up Blocker

Figureb: TraXHome Screen

5 r\vailableTrai 1 5 4

Nemem 7 3

Recommended Only Web Based

"N\ Keyword Search

} ShowAll  OR:

Key:
m Recommended mWeb Based m Distance Learning E Demaonstration m Classroom m New Version mComp\e(ed Class

Distance Learning Classroom

[® Export to Excel [ Export to PDF B Print Classes

Show| 25 ~ entries

Actions Class Name *  Version Type

“ DTA- Reports 2.05 mm

DTA - Troubleshooting & Best Practices for DTAs 2.00

DTS (Basic) - About DTS

DTS (Basic) - DTS Travel Documents (DTS 101) 703 [0

[ ] DTS (Basic) - Non-DTS Entry Agent (NDEA) s [@

n DTS (Special Topic) - Cancellation Procedures 2.03 mm
n m DTS (Special Topic) - Constructed Travel 4.01 mm

DTS (Special Topic) - FY Crossover 203 [

DTS (Special Topic) - Group Travel 3.04 mm
DTS (Special Topic) - Itinerary Changes 6.05 fwe|ru]

m DTS (Special Topic) - Personal Leave with Official Travel 4.03 mm

Enterprise Web Training System (EWTS) Setup and Application (D205) 1.00 (oL}

[}
[ ]
[}
0 EEZER o' (special Topic) - OCONUS Travel son (D@
[}
[ ]
o

FDTA - Debt Management Monitor 2.04 m

Showing 1 to 25 of 40 entries Previous 1 2 Next

Figure 6: Available Training Page
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Finding and
Launching
DTS (Basics)
WBTs
(continued)

My Roles

On theAvailable Trainingscreen, the class listing defaultsRe@commended OnlyFigure 6,
Indicator 1), whichdisplays recommendatiortzased upon theoles you selectednder My
Roles(seeMy Rolessection, below)Check thesShow Allbox (Figure 6, Indicator 2) to see all
available classe#\key (Figure 6, Indicator 3) identifies the clagsesby 2-letter codeand
color. You can select a specific code (&\eb Baselito view only certain classes (Figure 6,
Indicator 4).You can also use tigearchfeature (Figure 6, Indicator 5) to find one or more
classes bpame

Note: If your desired clasgoes not appeaon thefirst page go the bottom of the page and
selectNext (Figure 6, Indicator 8p seemore classes.

SelectLaunchto the left of the clasyou want to take. An information scre€Rigure7) opens It
provides information about the class and thgstem requirements for running it.

Welcome to DTS Travel Documents

This course shows a traveler how to create a basic authorization, make transportation and lodging reservations, create a basic voucher, and claim reimbursable
expenses. This class is recommended for DoD travelers and those who create travel documents for them. Authorizing Officials and Reviewing Officials will also
benefit from this class.

This class takes an average of 90 minutes to complete in its entirety. This estimate assumes you visit all of the mandatory material, view approximately half of
the optional material, and complete the assessment at the end of the module. Your time may vary significantly depending on your reading speed, the amount
of material you access, and many other factors.

You may complete this class in more than one sitting. Although the Travel Explorer (TraX) does not retain a record of your class progress after you exit a
training module, when you return to the module, navigate directly to the page last viewed and proceed from that point; there is no need to start the module
over. When you successfully complete the module, you will be able to print your completion certificate, and TraX will record your successful completion. To see
a list of your completed training, log into TraX, navigate to the Training module, and select the Completed tab. You can also print copies of your training
certificates from the Completed tab

System Requirements to view the course

* Operating systems: Windows Vista, Windows 7, Windows 8
¢ Screen resolution: Best viewed in 1024 X 768 or greater

¢ Browsers: Microsoft Edge, Google Chrome, Safari, Firefox

* Browser capabilities: JavaScript and cookies enabled

o Pop-up blockers must be disabled or manually allowed

Internet Explorer (IE): Due to the imminent sunset of this application, our classes may no longer function correctly in IE, especially if you are running this
WBT in a virtual desktop or cloud environment. We recommend using the Chrome, Edge, Firefox, or Safari browser instead, if your organization allows
their use. Always contact your IT department before installing or using any new computer application

Figure7: Welcome tdDTS Travel Documerisreen

Once you grify that your computer is properly configured, seléaunch Coursat the bottom
of the window The class launches.

If your classl i dappedar in the inventory or if this is your first time in theainingmodule,
from the Navigation BarselectMy Roles(Figure 8. TheMy Rolesscreen (Figur®) displays.

Selecting roles in TraX is useful for limiting the available classes that TraX shows you, based on
the DTS roles you hold and the classes you’
you can always see every available class by selesting/ Allas described above.

Defense Travel Management Office 5 March2022
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My Roles -
(continued) TraX Training

TraX Home Available Training

Trip Caleul.
A T
Quick Tools
show Al | OR: | B0 Recommended Only Web Based Distanc ng Classraarm
Training
Key:
Auzilable nlés-;o""s’ﬁej m'f'.'e:l:',as—;d [stance Learning Eue"-;-ﬂstratu-;-ﬂ Et.sssm;-" mhe.'.'v—;l‘. on
Scheduled B completed class
Completed
My Roles | [ Export to Exeel | [ Export to PDF /| 8 Print Classes | Show| 25w |entries
Info Actions Class Name “ Version Type
Knowledge Search D 2N | -o/R0 - The DTS Approval Frocess o | EE
ADQYRO - Training for Accountable Officials and Certifying Offic (A IcoL 5.03
R (0D I 2017, i o Accountabl Ofcils an Certiyin Offcers (s e n] cc]
Figure8: Navigation Bar Screen
2 .
\ Return to Class List
—My Roles for Recommended Classes:
Travel Card Holder [
DoD Travel System User [l
DTS Traveler [ MyTravel Traveler [
Travel Clerk/NDEA 3 Approver [
Authorizing Official (A0) [l Delegate [
Reviewing Official (RO) [ Travel Manager [

LDTA/ODTA @

FDTA/BDTA

ceas

Transportation Officer (TO) [

Debt Management Monitor (DMM) [l

Agency Program Coordinator (APC) [
Component Program Manager (CPM) [l
Commander, Director, or Supervisor [l

Compliance Tool Administrator (CTA) [

1
S Update Roles

Figure9: My Roles Screen

On theMy Rolesscreen (Figure 9), check the boxes next to all the roles you hold in DTS. At a
minimum, you should sele@oD traveler and/or DT8ser. When you are done making
selections, choosEpdate RolegFigure 9, Indicator 1) to apply the changes.
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My Roles The screen updates withSuccessnessage. Sele&eturn to Class LigFigure9, Indicator2) to
(continued) access the revisedassinventory. TheAvailable Trainingscreen appears.

Printing your Most DTMOWBTSs offer a certificate upasuccessfutompletion of the assessmentol can
Certificate view, print, and delete angertificate associated with your proflen Tr a X. Her e’ s

options presented are visible on Figure.

TraX Training

TraX Home Completed Training

Trip Calculator Completed training records, including certificates, will be deleted after & years. Be sure to click 3€ePrint3€E and then
dCoeSavedel a copy of your certificates if needed for your records.
145 33 B y of y tificates if for y

Quick Tools

Training [ Export to Excel [ Expart to PDF B Print Classes Show| 25 | entries

Anailable

I d
€Class Completed Version Completed, ssue Print Certificate

Scheduled By
- AD/RO - Training for Accountable Officials and Certifying 5.03

Comploted Pars (AniuiatC1il B e w2 | o | N T
SRS Officers (Annual COL Refresher) T O =

My Roles 0TS {Basic) - Abaut DTS .02 oo | e |

FigurelO: Completed Trainingc&en

1. From the TraXavigationBar, selectCompletedNote:l f y ou’ r e n draining!l r e .
modul e, you’ | |+firetéowmen thecoptisns Uindetraining h e

2. To print a single training certificate:

a. On the class row, seleBrintin the Print Certificatecolumn.Thecertificate
displays.

b. Use your preferred method to pritthe certificate orsaveit to yourcomputer.

3. If you want to print a list (but not the certificates) of all your completed courses, select
Export to ExcelExport to PDFor Print Classes

Updating If you need to update your account information (e.g., your email address charsgdéectMy

Account Profile from the PassportHome screen(Figure 3) Thescreenthat opens allows you to change

Information your accoumdetails. After entering thenewinformation, selecUpdate Profileto saveyour
changes.
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